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PERSONNEL DIREGTOR MEMORANDUM NO. & -53

SUBJECT: Meintenance and Disposition of Inactive Persommnel Records

1. General

Inactive employee and applicant records provide an important
source of information on the employment. qualifications and suitability for
employment and reemployment of former Agency personnel and applicants, It
is essential that these records be maintained in a systematic manner. The
following procedure shall govern the maintenance and disposition of inactive
employee and applicant records,

‘2 Tnactive Personnel Records

a,. 0fficial Personnel Folders

(1) True séparations of employees for reasons other than
transfer to other Federal agencies, er—entry—inte—militery . Service

(a) The date of separation will be stamped on the upper
right corner of the 0fficial Personnel Folder,

(b) Extra copies of documents in the folder will be
removed and destroyed.

(¢) All references to pseudonyms will be deleted.

(d) The folders will be filed alphabetically by cal-
endar year in a separats file,

(e) In Jamuary of each year the folders accumulated in
the inactive file will be transmitted to the CIA Records
Center for permanent storage.

(2) True separations of employees transferring to other
Federal Agencies,

(a) The procedures indicated in (a), (b), and (¢) of
~ paragraph 2 a (1) above, will be followed.

(b) The folders will be maintained in a separate file,
in alphabetical order, pending receipt of a request for per-
sonnel folder from the gaining Federal agency.

(c) For vouchered personnel the provisions of Chapter
R1-35, Federal Personnel Manual and paragraph 7, Personnel
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Director Memorandum No. 32=52 will be observed when folders
are forwarded to a requesting agency.

(d) For unvouchered personnel, a letter summarizing
the individual's CIA service record will be forwarded to the
requesting agency, in lieu of any CIA documents.

(e) For both vouchered and unvouchered personnel who
were appointed to CIA by transfer from other Federal agencies,
or who had prior Federal employment, all documents received
in CIA from such other agencles will be forwarded to the
gaining agency.

(f) When the service record request from another Federal
agency has been acknowledged and the appropriate records for-
warded, the remaining personnel folder material will be filed
alphabetically in the calendar year file of the true separation
cases and will be forwarded to the CIA Records Center in
January of the followlng year.

True separations of employees entering military service.

(a in indication of entry into military service and.the
date will b stamped on the upper right corner of the O;ticial
Personnel Fo .
purpose.

(b) The procedure?
graph 2 a (1) above, will

(¢) The personnel foldar » ’g;/;;led with the calendar
year file of true separation 5

file until the individual T
service or until notiﬁggation is received “that the individual
will not return to Ageficy employment. -

(@) 1 ication is received that the ind »dual will

to the calendar year file to be forwarded to the CIA ™.
rds Center in January of the following year.

/.,

ﬂ\;’m

e

(B) Separation to Staff Agent Status.

() The letters "C.0.B." and the date of separation will
be stamped on the upper right corner of the Official Personnel
Folder.

(b) The procedures indicated in (b) and (¢) of para=-
graph 2 a (1) above, will be followed.
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(¢) The folder will be retained in the current calendar
year file of true separation cases until notifications of
termination from Staff Agent status is recelved.

(d) When notificetion of termination of Staff Agent
status 18 received, the letters "C.0.B." and date will be
deleted and the personnel folder returned to the active file
or the calendar year file and will be forwarded to the CIA
Records Center in January of the following year, as ap-
propriate.

be Service Record Cards

In order to standardise maintenance and provide a rapid
reference source, Service Record Cards (Standard Form 7) of separated
personnel will be filed alphabetically in a centralized file in the
Personnel Division (Overt). The Chief of Transactions and Records Brench:
(Overt) will take appropriaste steps to insure that proper security
messures are taken to prevent improper dlsclosure of information con-
tained in this file,

ce Position Inventory Locator Cards

Position Inventory Locator Cards (3x5 cards) of separated
employees will be destroyed on the date of the separation.

3e \;Cgtive Applicant Records
e

of interest
tdeferred®

A ) oe v ”ﬁ;‘;ijei , fsathe% 3

Foldera whick ‘{ndicate a periqdlef five years from the year of 1ast.
contact or interest will be y ed from the file and transferred to

the CIA Records Center fgr~permh storage.
be 3X5 Locato:;ef;:l:};or Agplicant

will be st in the upper leff=hand corner”of
and "inactive' a '
alphabetically.

oY Kppfican’o filea
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